OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION

INSTRUCT IONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward sigred original to

Department of Archives and History, Records Management Dmsion 31) Capitol Avenué Atlanta, Georgia, 30334,
Attention: Scheduling Section.

FOR AGENCY USE 1. Agency Address : ! FOR RECORDS MANAGEMENT USE
Application Date Department of Education : ) Application Number
Office of Instructional Services . 8 2‘ Q_ 2. q
Application Number Division of Special Programs [ Dave Receivea Date Completed
ziggzig fgr ggggztlonal Children Section UL 6 1982 | "TUL 2 0 1082
2. Person to Contact Working Title Telephone Number
Linda Murphy . Senior Secretary 656-2425

3. Action Requested
a. Establish Retention Schedule; record will continue to accumulate. -
b. O Dispose of present accumulation; no further accumulation anticipated.

c. O Amend ApplicationNo. . Check One: [0 Change; [ Supercede; [ Void

4. Dates of Series 5. Hecords Series Title [followed by title used in office, if different)
Earliest Latest

I Present Exceptional Children Plan of Action Files

6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Program for Exceptional Children Section is responsible for providing
planning, consultation, monitoring and technical assistance for the 187 local school
districts, 16 Georgia Learning Resources System centers, 24 psychoeducation centers and

16 Cooperative Education Service Agencies in the program for exeeptional children.

This unit annually evaluates the LEAs serving handicapped children to determine compliance
with the regulations and procedures governing special education, as mandated by P.L. 94-142,
Education of All Handicapped Children Act, and Georgia's Annual Program Plan for Education.
Units in this Section include: Mental Handicaps, Physical Handicaps, Georgila Learuing

Resources System, Centers for the Severely Emotionally Disturbed, Federal Programs & Special
Projects and Evaluation and Assessment, P.L. 94-142.

7. Record Series Description This file contains the following documents finclude form numbers and titles, if any):
Attach samples of the file. -

Documentsrelatmgm administering the Program for Exceptional Children Section.

Included are: copies of the annual goals and objectives of the unit, summary report of

yearly activities for the fiscal year, related momos and feeder documents,
plans, reports, meetings, etc.

File is arranged: chronologically by fiscal year.

8. Monthly Reference Rate How often are records referred to which are:
One to six months old ——; Seven to twelve months old ; Thirteen to twenty-four monthsold __________;
twentv five months and older ___..__? .
9. Annual Rate of Accumulation of Records
1 Letter-size drawers Legai-s_sze drawess _ : Shelves ; Other (spacify)
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YES | NO | 10. Questionnaire  {Place an X" in the proper column)

8. s this the official copy of the series?

X If not, where is it?
% b. Does the series contain confidential information requiring security handling? I yes, cite law or regulation.
X | _c. s this a vital record? '
X d. Does this series have historical or long term research value? '
e. When one or two documents in the file make it my to keepthe mtlre fnle fa; a long period, eould these
_NA| ﬂc&g ments hg ;Qgedule;_l 309" a;g!v?
X s A ished?

g. Isthe mformanon contamed in thas series ever ana!yzed nndlor remrded ina summanzed report?
X If ves. attach copy,

h. Is there a duplication of this series in your office, or in snother office or agency?

X If ves. where?
X | i is this series for a major portion of itl regularly microfilmed? i
X § i Doesthe record series result in a combuter printout? i
11. Retention Requirements The following requires the series 1o be kept:
a. State Law years. d. Audit period years.
b. Statute of limitation years. e. Administrative need years.
¢. Federal law years. f. Federal retention instructions years.
Attach copy or excert of laws or regulatnons Explam adrnnmstrttwe need.
12. Approved Disposition Instructions  This agency recommends thaf the file series be cut off at the end of each: :
a0 D Calendar Year; B Fiscal Year; [J Other then, )
2 3 Hold in the current files area ____._wuonth(si __1__.._. year{sl: then
O Transfer to local holdingarea;hold ____ year(s]; then
O Transfer to State Records Center; hold year{s}; then -
O Destroy.
& Transfer to State Archives for permanent retention.
O Other (Specify)
These instructions apply to all prior and future accumulations of the series.
Agency Head/Designee {Signature) Date Records Management Officer (S@amm) . Date -
i@%&w/& Lo | 7/=/55| Wathe X Bauogordonen | 7/af52
7 7/
Date

e State Records Committee (Spgnatum}

Recommendations in para-
graph 12 are approved. State Auditor/Designae
(I disapproved, attach letter '

of eprnation..} Sectﬁ%'m&wm &M
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